APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCIVLS KD e CRy

RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—BM~1 for instructions on completing this form»f Forward signed original to
Department of Archives and History, Records Management Dwmon 330 Capito! Avenué, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE
Application Date Department of Education ; Application Number
| Office of Instructional Services ' 53_ ll?
AopTication Normber Division of Instructional Media Services Dore Fres
P Media Field Services, #2054 Twin Towers E} ~© o Date mtpim
Atlanta, Georgia 30334 DEC 141982 {JAN 24 1983
2. Person to Contact ~ Working Title Telephone Number

Betty Gragg _ Secretary/Senior ©56-2418

3. Action Requested _
a. [¥ Eswzblish Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. O Amend ApplicationNo, . ___._ Check One: O Change; D Supercede; D Void

4. Dates of Series 1 5. Records Series Title {foliowed by title used in office; if different)
Earliest ~ Latest :

1875 | To date College Media Training Program Consultative Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

Media Field Services provides consultative and technical azssistance in planning, .
organizing, administering and evaluating media programs in local systems, implementing
State Board Policy on instructional materials and eguipment in local systems, conducting
workshops for mediz persomnnel, working with colleges, CES2s and others to improve media
program development, ané reviewing ané making recommendations concerning plans for media
facility renovation and construction.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Antach samples of the file.

Documents relating to: Recommending consultative services and assistance to colleces and
universities in their development of media training programs for state approved coursework
that meets the needs of personnel in the field of education in Georgia as well as students
wwr;s,énu nc to become state ce*tzfled in media.

ded are: "
Correspondence, handbook samples, reports of review for training program approval, college
and university media program self-studies, approved programs of study, newsletters, and
related documents.

File isarranged: a3 habetically by college or university name

8. Monthly Reference Rate ~ How often are records referred to which are:
One to six months old 6  :Seventotwelvemonthsold______ 3 ; Thirteen to twenty-four months old 3

twenty-five months and older _____ 3 7
9, Annua! Rate of Accumulation of Records

1
Lettersizedrawers ___ :legalsizedrawers . ;Shelves . ; Other {specify)

AR-5G-71. Rev. 76 ) - T {Dwer)




vEs | NG | 10. Questipnnaire {Place an ""X'* in the proper tolumn)

If not, where is i1?

a. 1s this the oHficial copy of the series? * .

b. Does the series contain confidential information requiring security handling? i yes, cite law or regulation.

§

w.l €. lIs this a vital record? ' ! ' ’

X | ©. Does this series have historica! or tong term research value?

e. When one or two documents in the file make it necessary to keep thc entire file for a long period, could these
/A
documenis be scheduled separately?

p, 4 f_is the mformat-on_conmned in this series ever published? If ves, attach copy,

g. Is the inforration contained in this series ever analyzed and/or recorded in a summarized report?
X 1f ves, ettach ¢cOpY

h. Is there a duplication of this series in your office, or in another office or agency?
X if ves. where?

¥ | i ls this series for 2 major portion of i) reqularly microfilmed?

X | i Dopes the record series result in 2 computer printout?

11.

Retention Requirements The following requires the series to be kept:

a. State Law years. d. Audit period years.
b. Statute of limitation years. E €. Administrative need 3 years,
¢. Federal law yeafs. : {. Federal retention instructions years,

Attach copy or excert of laws or regulations, Explain administrative need.

Office reference requirement

12.

Approved Dispesition Instructions This agency recommends that the file series be cut oif at the end of each:
* 3 Calendar Year: [0 Fisca! Year; B Other See below then,

C Holdinthecurrentfilesarea_____~ month(s) _____ year(s): then
5 Transier 1o iocal holding ares; hold . _____vear(s); then

O Transfer to State Records Center;hold . vearls); then

I Destroy.

O Transier 1c State Archives for permanent retention.

B Other [Specify}

Hold media program approval plan in current files until superceded, then destroy. Hold
correspondence and all other items for three years, then destroy.

These instructions apply 1o all prior and future accumulations of the series.

Agency Head/Designee (Signature) Date Records Mzanagement Officer  (Signature) Date

2{_/2/@&2@' dy/ﬁ /»i/f_ég Walke. X Magku /1/10/92 |

State Records Committee gigﬂamﬂ:} Déte

Recommendations in para- - I/\M/M/
graph 12 are approved. State Auditor [Designee {/ (7- ¥3

{1f disapproved, attach letter

of expianation.) @eaeta’ry of State/Designee 4‘.000./!4& W dan~— ’/ It 7/ 74

Astarnev Genefa[fDesinnete” _ J@M P‘/;A_g_ .



